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our CSV Icon  to export this report into Excel. 

xcel via CSV 

rom the Toolbar, click the Export to CSV Icon 

ext will appear in an Excel sheet. 

ighlight Column A 

rom the menu, select Data | Text to Columns 

riginal Data Type = Delimited  - Click NEXT 

elimiters = Semicolon  - Click NEXT 

lick FINISHED 

ave File as Excel and use the Browser’s BACK button to return to 
. 

ment.CSV exported and text-to-columns completed in Excel.  It’s now 
late. 
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ata/Filter/Auto Filter 
rop Down for Disbursements 

he Custom choice.  A screen pops up like the one below. 

 

he drop down arrow next to “equal” and choose “is Greater than” 
he drop down arrow in the next field to the right and select “$0.00” 
K. 

nger shows the zeros. 
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eed to create a formula.  
xt column, create a formula to subtract commitments from 
ents.  See below. 

 

nter allows the formula to work. 
y this formula down the column to the end of your rows. 

stigate the difference 

the last column.  

 

ults are not zero, you should investigate the amount.  Should the 
 returned to your organization or should be left as is? 
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